Students analyse skills and qualities that are required in the workforce by employees. Students then investigate and explore a range of careers or job opportunities that are desirable for them. Students use Microsoft Word to develop a resume and a general cover letter that could be used to apply for work.
Syllabus links:
5.2 evaluates their capacity to reflect on and respond positively to challenges 5.12 adapts and applies decision-making processes and justifies their choices in increasingly demanding contexts
Students learn about:
Challenges and opportunities − planning for a positive future − work, employment and unemployment
Students learn to:
Identify and practise the skills required to apply for work, e.g. application letter, locating and evaluating job advertisements
Resources/ Preparation
Microsoft word, Access to internet, job advertisements
Learning activity description
Introduction: Explain to the class that throughout their lifespan, they are going to experience various challenges that can potentially impact on their wellbeing. How they respond to such challenges can have a significant impact on their social, emotional, spiritual and physical health.
It is important that students identify challenges and opportunities that may occur in their future and develop a capacity that will enable them to reflect and respond positively to such challenges. Introduce the concept of work not only being a challenge but also an opportunity for students.
1.
In pairs, students discuss the personal qualities and basic skills that an employer would look for.
2.
Students individually identify personal skills and qualities they possess that could be useful in the workforce.
3.
For each of the work skills identified, students identify and explain how individuals can develop and enhance these skills.
4.
Students individually identify specific activities or hobbies that interest them. The teacher asks questions to stimulate students into thinking critically about what types of activities they really enjoy participating or performing in.
5.
Students create a list of a maximum of three jobs that they are interested in.
6.
For each of the jobs, students are to research (using the internet) specific personal qualities, educational requirements, skills and experience necessary to apply for and successfully gain employment in this job.
7.
Students then create and develop a personal resume and cover letter that they can use to apply for a job.
8.
The resume should include the following information: career objective, skills, employment history, education, and contact details for references.
Teacher note: Before allowing students to start work on their resume, discuss the formality of a resume.
Microsoft Word has a listing of job specific resumes students can adapt. Resume templates will provide a style guide for students, however they may not be familiar with the language structure and style that is required within a resume. There may be a need to identify words and terms that are appropriate and inappropriate for use within a resume. Students may also provide and alternate template after discussing with their teacher.
Seek.com.au has guides on how to write a resume and cover letter.
